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mrmx uI" PO USARFUR CENTRAL R¥GISTRY
SUAFDTHC OPERATING PROCEDURES WOIBHR 1 (U)
(S‘L()R'T‘ PITIE CR-SOP-1. (U))

RFTTRENENT, MICROFILIING AND SHIPPTNC STCTION

1. PROCESSTHG DOSSIFRS TOR RETIREMANT O CEN TRAL RFCORNS FACTLTTY (Cii¥)

RORT HOLABTED, BALTIMORE 19, MARYLAND.

a. Initisl Screening: Viles considered for retirement are initially_
screened to agcertsin whether déssiérs are present (or sccounted for) and are
in proper numerical seqﬁence. Case Officers who have placed restrictive
1imitsations on dossiers, i.e., dossiers beering markings DO NOL MICROSTLAM,

“are contscted to determine vhether limitetions mey be removed.
‘,bf Screening:

(1} .Contents of dossiers are srranged in chronological order witn
the_earliest'document on the bottom; however, documents constituting one trans-
sction are not separated. Undeted‘documents are placed in their logical
seonence vwith datéd material. Hormally the contents will be arranged  from
bottom to top in the following order:

(a} Rezcon for investicstion together with Perconpl History
Statenents (?r«nenborenc} personality nuestionnaires, stetements of personal
int@rv4e$s, or vrititen life histories (1ebenslavf}.
| () Reéu?ts o? Depertment of the Army investigations,
inelnding lntcrmorﬁtaﬂx >, interviews, end statements in chronological order,
fmllowed hy reports Trom other Goxernwent acencies and civilian 1nvo"t1gwt1ve
firrme. .

(¢) The Letter Rerort or Ieport of Tnvestigrtion closing the

TOROFFCIATUSEONEY e nan w0 cu-s0r-1 (1)
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SUBJECT: Retirement, ™rofilming end Shipping Section o e
investigation or evidence of the fact end reason for cancellation or suspensiom
of investigatione.
(d) Ad'judicative decisions of the command, Department of
the ‘trmy or higher level. ‘ |
(e)' Documents evidencing the-final action taken on the caee;
(f) Documente from subsequent investigations and adjudicetion
in sequence paragraphs a throush e above.
| (g) Other documents required to be filed hy current Army
Repulations.
(2) Duplicate copies of documents will be removed, COWRINIENITAL
and unclageified documents will be placed with clagsified waste, SECRET documents
requiring destruction will be referred to the SHECRET Control Section. Conveniencé
copies of investigative reports and correspondence, documents of a general admine
letrative nature pértaining to personnel or logistical menagement, rouﬁh draft
notes, or documents for which snother Department of the Army agency is the prlmafy'
offloe of record unlees such documents directly pertain to a counterintellirence
invostipption'or éecurity/)oyalty adjudication, will be removed from the dogrier.
(3) The following categories sre designated to f90111tafp processings
(2) Category "I" - Cases desipnated ac urr Gatesory will he
ppocesced for intergration into CRE files. Onlz personality type caées are
P11 ihle for this cotegory as follows:
1. 13litery personncl of the Army in Active, Reccrve,
Ay detired statue.
o 2. 1mited States citizene vho ars or werc employed hy
tha Dhoand dndustrisz) ggcuritr ceontrzctor perconnel, .

%, fliens srented limited access anthorxization to i, Se

o TR T ey [ FR. WY
FOR OFFICIAL URE OplLy 7 ireen 1(1)
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SUBJECT« Retirement, Microfilming snd Shipping Section
Army persomnel, investigeted for U. S. viea purposes, whether or not they actually
inmigrated to the U. S. and vhether or not the investigation was favorable or

+

unfavorable.

4. Aliens granted limited access authorization to V. S
\déﬁense information.,

5. Persons vherever located and of vhatever nationality
considered to constitute a‘fhreat t0 the security of the Army in the continental
Ue Soy ite territories, or possesgions, such as knmown orx suspected espionage

“arents or key personnel of gubversive organizations operating on an international
goale.

6. ;Alieﬁs who are the stbject of complaint type
investigative cagses reflecting situations adverse to the security of defense
interegts of the commend.-

lyllAliens of sufficient importance to be included in
DAIR'é orxother comméndwintélligence reports.

_(bj Catégofy " ~ Cases involﬁing impersonal subjects which
“are to be retired to CRF. The following type cages will normally ({all into this
cotesory

1. Subversive orgenizations in tae continental U. S.,
ite kvrritories,'or pogsescims,

2. ‘Incident inveetigations vhich involve military

poreonnel of the Army in letive, Reserve or Retired stotos,

3. Cezres cortaining extensive current data on foreim

nililays Antellincence potentiel geathered from informents or intervosstions
(c) Cetecapy "D - Cases of no lectins intellirence volve,

Moea aeses will e destreoved after microfilming, Fxomples of caces which Jnild

| F-R OFFICIAL USE ONLY
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SUBJHCTs Retirement, Microfilming and Shipping Section

L 4
into this category are:
l. Criminal offenses such as blaﬁk market activitiesf
illegal border crossings,{prostitution and verious other civil offenses.
2. Casges containing onlngackground data on personalitigs
snd vhich do not reflect the results of investigative action.
3. Doseiers that contain only papere pertaining to cengsor-
ghip (mail, telephone or surveillance coverage we) of an individual or his act1v1t10¢,
4. Dossiers that contain on‘y index csrds, work sheets
and ofher non-invegtigative administrative material.
5. Labor Service filee, unless investigations fall into
category I.
: I
6. Prospecnlvenuourceﬁ whlch were never recruited. A
gource is defined as any indiﬁidual dispatched on & mission and/or given funds.
(d) Category "A" (Aé%ive) - Cases vwhich are active at time
of screening. Examples of ceses vhich %all intc this category are:
1. Currently in use by e cege officer.
2. Cose has outstending leads.
3. Céses perteining to alien employees of the 66th oxr
hS]Bth iN?C Groups, until such time e employment of the individual hds been
torminatad. Upoﬁ terminotion of employment the dossier will normaslly be desﬁrqycd
mlecs it fa2lle into category L.
4. Cases pertaining to U. S. Defectees (RFCAP VW) unlees
anceificelly directed to congider the cace "closed".
(1) Turirg screening documents will be dowmgraded in conformence
() Upom cormnlation of arvsngement of the dossier's contento, one

FOR OFFICIAL USE ONLY -1 mim v camiev-a(n
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SUBJECTY Retirement, lMicrofilming end Shipping Section

A 4
.of the_above categories will be marked on the Fﬁce of the dossier's folder.
Category ﬁA" cases will be placed in the active [iles erd 2 replacement card
giving case numbér beariné the remark "active at‘time of micro™ will be placed
with the dossiers to be microfilmed. Dossier covers will further be marked to
indiczte the highest security classification in the folder and the group category
(reference AR 380-6).

2. MICROPTIIMING: Upon completion of review by screeners the doseiers are

processed by the Microfilm Section 8.8 followa:
a. Mlming: A sign indiéating the security classification of the
moterial to be microfilmed is filmed at the beginning snd again at the enq of the-
¢ reel. To.lowing initisl filming of the security clessification the following is
microfilmed group number of the msterial, (Ref AR 380-6), job number, microfilm
geries, reel number, and then & 'new folder" sign, dossier céver,'and contents of
dogsicr. Subsequent dossiers are hicrofilmed preceded by a "new folder" sign. At
a poiﬁt at the end of a doseier, after'approximately 450 fremes have been cxposéd
end following a "new folder" sign, ten (10) frames of a sign "flash No. 1" are mnde.
A moxirum of three "flash doints", an 2id in locating desircd dossier when using
micro-rezders, are filmed at approximately 450 frame inservals. In the event a
. deseder is of such length that it requires the vse of sn entire reel, no "[lash
rointe! are made: Tollowing filming of dossiers and precesding the end 6f the
reel D4 vorn 1504 (Cemera Onerator's Report =nd Authentication), the group number
o the meterisl, end the security clessification are again filmed.
b. The film ig then procecced, sny required refilming and/or gplicing

accomnliched, and the Inspection Nemort portion of DA Form 1504 comoletcd.

&

CteraliTe and DA Vorm 1504 are then transferred to the microfilm library.

cOR C7HCIAL USE ONLY oo v o sncsinaa (1)
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SUBJECT: Retirement, ﬂ?%rofilming snd Shipping Section

3. PACKTNG ALD SHIPFPING.

8. JDossiers ére.packed, secregated os to type i.e., Category "IN and
nxXM MEUCRET" documente, so fer ss practical, are pleoced in one box within their
oim colegory. Contents of eech individual box is listed on DA Form 631 and
packed with the dossiers. Boxes are then seoaled with pressure sensitive tape
and the nvmber of the box in relation to the entire shipment, 1e€ay "Box l/h“,
"Hok 2/&" is marked on the box. Boxes are then wrapped in a waterprool bharrier
material, sealed with pressure tape, security markings sadded, and addresced %o
O, Category "X" dossiers are sddressed AT'IN: $TS, Boxes are given an outer
wrapping of krs.'f‘c paper, sealed with gummed kraft paper tape, addressed to CRF,
ond dispatched by registered mail.

b. A 1etter notifying CRF of the shipment; ligting numberrpf boxes,
number of dossiers, and register numbers, is dispatched via air mailxﬁhe same
date shipment is made. Acconmpanying ‘$he. cover letter ig a copy of the ﬁAlForm
651, < |

¢. Dosgiers shipped tb CRF are posted to control cards maintained by

the ehivpirg section, as are category "D" dogsiers which are destroyed.

BUFCED T. IeCEALLN JR
lajor, AL (Inf)
Commanding
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d. If the requestor desires to remove a SECRET dossier to the
reading room only, he reeeipts for the dossier. A member of the Files and
Service Section will inventory the dossier to insure the presence of all
SECRET documents listed on the DA Form 455 attached to the dossier. If found
to be acourate, the 455 is then signed by the requestor and placed in a
Mraading rdom 455 suspense folder". When the dossler is 1:eturned, the
inventory is again made and the requestor relieved of accountability. The
gsuspense copy of the 455 is replaced in the dqssier and the dossier :‘refiled.'

2. REQUESTS FCR DQSﬁlERS RECEIVED BY MAIL: A letter of transmittal is
prepared along with the proper receipt, and a copy of the letter fastened

to the “out card".

3. RETURY OF DOSSIER: On:return of dossier, dossier is examined %o

determlne whether addltional documents have been added; if added documents
have & higher classification then that indicated on the dossier folder, the
dossier folder is upgraded to the highest classification in the dossier.

If the dossier contains new SECRET documents it is referred to the SECRET
Control Section for necessary action, prior to filing. The dossier is then
placed in its proper location, the_replacement card withdrawn, and; if

appropriate, the AEUM Form 172 is returned to the individual concerned.

4. PILING DOCUMENTS IN DOSSIERS, AND PREPARATION OF DOSSIER FOLDERS:

' a. Material received .from Analysis snd Index Section for filing
will be examined to determine whether documents requiring carding have been
marked "Carded" on the accoﬁpanying AFTM Form 168 (Operational Work Sheet).
If not, the document will be returned to A&I Section for carding. Upon
returm, documents will then be placeld in the appropriate dossier. At this

tim2, n check is made to determine whether the subject cf the dossier and
FOR OFF|CIAL LISE QNL\;{NNPV T CR-80P-1 ()
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~wdAREUR CENTRAL REGISTRY(PROV) “w»
513th INTELLIGENCE CORPS GRQUP
AP0 154 US FORCES

ARUMO- CR(FC) L ' 30 July 1962
ANNEX K TO USAREUR CENTRAL REGISTRY

STANDING OPERATING PROCEDURES NUMBER 1 (U)
(SHORT TITLE CR-SOP-1(U))

FILES AND SERVICE SECTION

1. REQUESTS FOR DOSSIERS MADE IN PERSCN: a. The dossier is removed

and replacement "out card" put in it's place. The replacement card notes
the dossier number, case offioer,'and date of withdrawal. The requestor
receipte for the document on AEUM Form 172, Dossier Control Card, listing
date received, doasier number, subject of dossier, case officer, and
section.

b. Dossiers wifh a SECRET security classifiocation are referred to
the SECRET antrol_Sectién. A letter of ftremsmittal is prepared'along with
thé*proper receipttforﬁarded through the requestor's message center, if it
is going to & unitlother than the USAREUR Central Registry (CR). A Copy of
tPe letter of transmittél is then fastened to the replacement card. if the
requestor is a member of CR, the requestor is required to receiptgfgr the
SECRET portion of the dossier on DA Form 455, and sign the “out card",

c. If the requestor desires to remove an UNCLASSIFIED or
CCNFIDENTIAL dossier to the resding room only, he does not receipt for the
dossier, A member of the Files and Service Section will annotate requestor's
nane, section, and/or organization, dossier number, number of volumes, and
classification in a notebook. When requestor returns the dossier to the
service window, his name is crossed off the notebook. When filled, the

notebook is kept six months, then destroyed.
FOR OFFICIAL USE Qppy #7 « 70 or-s010)
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SUBJECT s Files and Se-.ice Section -r

the materisl to be filed are the same. If the dossier is signed out to
a case officer, the dogument will be placed in the oase officex's "out
Box"or meiled to the case officer if necessary. Additional material
transferred to case officers in this manner is to be filed by the case
officer in the eppropriate dossier. In the event the dcssier has been
retired, a determination will be made, in coordinetion with the A&L
Secfion whether the mateiial should be destroyed or.a reactivation of the

file be made.

b. Reactivations: Documente acconmanied'by an Operationzl
Work Sheet, AEUM Form 168, marked "flag card" are requests for reactiva-
tion in which there is a current interest. A check is made to determine
whether thérevis an active case. If aotive, it is handled as a request
for a dossier. If a re#ctivaxion of the dossier is required, to preclude
duplicaxion of effort, whenever a reéctivation of a dossier is being
eongidersd, or during time required to complete action in reactivating
dossiers, a card will be placed in the files, with word "REACYIVATION"
or "REACT", dossier number, end date. If a determlnax:on is belng made
whether or not to reactivate a case, the word nPEMPORAEYY or "TEMP" will
be aanotated oﬁ the card placed in the files, Dossiers reéctivated will he
logmed for future raference, and a list of dossiers reactiveted will be
furniched to the Microfilm Library the day following reactivaticn for
posting to the Mierofilm Library's index. A folder is then prepared for
the dossier, listing the dossier number on the folder tab., The woxd

Hppactivated" is stamped on the inside cover, as well as the date of the

JWJEX K TO CR-E0YV-1 ()

QFHC Al Ux!’ O\h.
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ATMO-€R (30July 1962) -

SUBJECT: Files and Service Section
Teactivetion, name of case officer, section and/or orgenization. The
outside cover is then étamped with the security classification as required.
¢« Request for dossier opening received on approved Operational
Work Sheet, AEUM Form 168: A folder is prepared for the material accompany-
ing the work sheet, listing the dossier number on the folder's tab, and
'Btamping the cover with the Security classification on the outside covers
a8 required. The dossier is then hendled in the same manner as s request

for a dossier nade in person.

 HUFORD E. MoCHARIN JR
Major, AI (Inf)
Conunanding
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